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.APPLICATION FOR RECORDS RETENTION SCHEDULE 

-. . -  INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing this form. Forward signeb original to 
Deparfmnt of Archives 'and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334," 
Attention: Scheduling Section. 

"f- - -  

Off i ce  of Maintenance Personnel  
No. 2 C a p i t o l  Square ppliotion Number 

Telephone NumW Working Title - . Person to bntsc t  

. Action Requested 

Millicent C.  Arnold Personnel  Analys t , S r  . 4 0 4 4 5 7  4 5 9 2  ." _ _  _. 1 ,.- . " 
=====? 

a. 

C. -AR Amend A . Dates of Series 
arliest Latest 

- 1995 t o  d a t e  Drug & Alcohol Tes t ing  Informat ion  I . Division and Offid Function What is  the function of the Division and the Office in which this record series is created? 
Deputy Commissioner - S p e c i a l  S t a f f  - provides  s t a f f  s u p p o r t  t o  the Department i n  the 
areas of personnel ;  p u b l i c  a f f a i r s  ; s y s  tens development; s ta te  a i d ;  equal  opportuni ty  ; 
l e g a l  services . 

Establish Retention Schedule; record will continue to accumulate. 
1 .  

b. 0 Dispose of present accumulation; no further accumulation anticipated. 4 , a  ._-  -. lication No. 
5. Records Series Title (followed by title used in office; if different) 

1 .  . 

O f f i c e  :of Maintenance Personnel  is' r e s p o n s i b l e  f o r  adminis te r ing  the Drug & Alcohol . . ~. . . 
., 

Screening Program and maintenance of the s c r e e n i n g  records .  A l s o ,  maintains complete' ' '  
permanent record  of maintenance employees and maintains records needed f o r  documentati9.n 
dur ing  their employment. 

..., .... 
, .  

. .  . . .  

I. Record Series Description .This file contains the following documents (include form numbenand titles, if any): 
Attach samples of the file. 

Documents relating to: Documents r e l a t e d  t o  drug and a l c o h o l  tes t i n g  informat ion  under 
Fede ra l  and State  Law. , 

lndudedare: Form Numbers: 1) Forens ic  Drug Tes t ing  Custody and Cont ro l  Form 
No. 20082904 

No. 20040327 

Alcohol Tes t ing  Form No. 20040327 

2 )  Federa l  Drug Tes t ing  Custody and Cont ro l  Form 

3 )  U. ,S. Department of T r a m p o r t a t i o n  (DOT) Breath 

'. . .  

P 

3. Mmthly Reference Rote 
One to six months old 

How often are records referred to which are: 
4 ; Seven to twelve months old 1 ; Thirteen to twenty-four months old -: 0 

twerlty-five months and older O ?  
3. dfinua] Rate of Accumulation of Records 
- Letter-size drawers 1 ; Legal-size drawers ; Shelves : Other Irprnify) 

R-50-71: Rov.76 , ( O W )  



.................. 3 .. 
d. Audit period . . . * . ,  . . .  r i,,,; :,. yean. 

. .  
. . . .  years. 

years. e. Administrative med 
years. 

- yeais. 
years. 

............ . . .. . . . . . . . . . . . . .  

. .  . . . . . . . . . . . . .  f. Federal retention .instrudions 
-. . .  ............. 

5 _ _  
c Federal law . 1 -  .> . , 

, , '  ' . . .  -_ . 
Attach copy qr exert'of laws or regulations. Explain administrative need. 

Federa l  - ... I Law Re.cord Re ten t ion  a t t a c h e d .  
~ . 

I 

. . . . .  - . .- . . . . . . . . . . . . . . . .  
: . , , .  

: . .,. . . . . . . . . .  

. . . . . . . . . .  . 

..... ......... 
, L , , i . .  . .  . . .  

. . . . . . . . . . . . . .  _ , -  . . . . .  . . . . . .  
. ,  

- 
2. Approwed Dispbsition Instructions T h i s  agency recommends that the file series be cut off a t  the end of each: 

............ . then, ...... .- - i: . ~ r  & Calendar Year; 0 Fiscal Year; 0 Other . . . . . .  
.; .,? . , 

., .,, .. , . . . . . . .  _.i I ~ .. 
.. u ~ p i d  in the durriqfiler area . month(sl year($); then 

PD Trarisfei'to local ho(ding area; hold 5 yeads); then 
0 Transfer to State Records Center; hold year(s); then . 
rn oeeoy. 
0 Transfer to State Archives for permanent retention. 
0 Other &ecify) 

. . . . . . . . . .  .,.~.~ . . . . . . .  . . . .  -~.  . . . . .  __ . . . . .  . . .  
. . . . . . . . . . . . . . .  . . .  , . . . . . . .  . . . . .  ~ . ~ , . .  

. .  . . . .  
i . ' ' '  ' . ~  ' 

. ~ .  

. . . . . .  . .  

O f f i c e  of Maintenance Personnel  - c u t  o f f  f i l e  a t  end of each ca l enda r  ygay; trar?sfer 
t o ' S t a t e  R e c o r k  Center ;  ho ld  5 y e a r s ;  then  des t roy .  

D i s t r i c t  Of f i ce :  c u t  of f  f i l e  a t  end of each ca l enda r  y e a r ;  h o l d  i n  i n a c t i v e c f i l e  : 
area 5 y e a r s  ; t hen  des trcy . 

.. . .  
~. 

. . .  . . . .  

.. 

. . . . . . . . . .  . - . . . . . . . .  . . ~  
. . . . . .  

. .  - .  
< . I , . , ? , :  ,. . 

'h&'histFu&iot%appIy ...... to al l  prior and future accumulations of the series. 
, , . 5 , .  - _  .,. , 

... .~ . .  
I . ' . I  , . . . .  ?' ... .. 

Date 
qecommendations in para- I I 
lraph 12 are approved. 
'If disappmved, anMh kttw 
,f explanation.) 

........... 

: 



- ”  
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Schedule # 97-0036 
Eflechve Date. 04-15-97 

Sheet: 3 Of 3 ’ 
Department of Transportation 

Record Retention and Reporting Requirement8 

The records shall be maintained in a secure location with 
controlled access. All records required by this part shall be 
maintained as required and shall be qade available for inspection 
at the employer’s principal place of business within two business 
days after a request has been made by FHWA. 
Period of Retention 

5 Years 

1lRecords of driver alcohol test with results indicating an 

2)Records of driver verified positive controlled substances test 

3)Documentation of refusals to take required alcohol andlor 

4)Calibration documentation. 

alcohol concentration of 0.02 or greater. 

results. 

controlled substances tests. 

5lDriver evaluation and referral actions. 

6)A copy of each annual calendar year surrnrary. 

2 Years 

1)Records related to the alcohol and controlled substances 

2)Records related to the alcohol and controlled substances 

collection process. 

training. 

1 Year 

1)Records of negative and canceled controlled substances test 

2)Records of alcohol test results with a concentration of less 
results. 

than 0.02. 

The State Records Committee has authorized the approval of these disposition instructions for the 
recoJds series described in the attached retention schedule application. 

~ -__ 
Edward Weldon 
Secretary of State Designee 

AW-OLl36.qd-July 10, 1997 


